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MEMORANDUM FOR: D irector of Communications 

c Director of Data Processing 
Director of Finance 
Director of Logistics 
Director of Medical Services 
Director of Personnel 
Director of Security 




Director of Training 


FROM 


SUBJECT 


Career Management Officer, DDA 

Guidelines for Preparing Supergrade Position 
Descriptions 


(AIUO) Attached is a package containing guidelines 
for preparing supergrade position descriptions under the 
Factor Evaluation System (FES). A sample supergrade 
position description, a listing of supergrade positions 
in vour office and all available material currently on 
file regarding each of those positions is also included. 

It is requested that the position description for each of 
the listed positions be brought up to date with current 
job information. The new position descriptions should be 
prepared in the FES format. We reques-b-bhe-t-y^u-r-com.pleted 
packages be returned to the DDA/CMO (NLT 26 August lJ jlXv 25X1A 
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